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PREFACE 

 
 
This guide is designed for two purposes: 

First, it is intended to assist you in carrying out your authority and responsibility as a purchase 
cardholder who has not been issued a Contracting Officer's Warrant. 

Second, the successful completion of the Micro-Purchase Self-Test located in Appendix B.  
This self-test is one of the basic qualifications for all employees who are delegated authority to 
make micro-purchases.  Complete the self-test at your own pace, keeping in mind that it is 
more important to understand the information provided in this guide than to complete the test in 
any given timeframe.  Once you have completed the self-test, provide a copy of it to your 
LAPC so that your answers can be reviewed.  Once your LAPC has completed reviewing your 
Micro-Purchase Self-Test, you will be credited for two hours of procurement training and, 
subject to your management's approval, issued a purchase card and, if authorized, convenience 
checks.   

 
 

 
 
 
 
 
 

 
 Please Note:   (1)  Procurement personnel should obtain their procurement 

training in accordance with Departmental Regulation (DR) 
5001-1. 

 
  (2)  This training material, DR 5013-6 governing use of the  

purchase card and convenience checks, and other useful 
procurement tools and information is available on the 
Internet at the USDA Procurement Home Page, 
www.usda.gov/da/procure.html.    
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SECTION I - PURCHASE CARD PROGRAM 

 
 

USDA GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD 

The commercial purchase card is a VISA credit card, similar to your own personal credit card, 
which authorizes a cardholder to buy goods and services under an established delegation of 
authority.  The card is specifically designed showing the United States of America seal and the 
words “For Official US Government Purchases Only” imprinted on it to avoid being mistaken 
for a personal credit card.  The card is also imprinted with “US Government Tax Exempt” and 
the universal tax exemption number for USDA. Note that the card is still subject to existing 
federal and departmental procurement regulations in accordance with Departmental Regulation 
5013-6. 

The purchase card is the primary method for making purchases of $2,500 or less (micro-
purchases).  The objectives in using the purchase card are to reduce procurement and related 
payment paperwork by reducing the number and dollar amounts of imprest funds, reducing AD-
838 purchase order transactions for supplies and services valued at $2,500 or less ($2,000 for 
construction), and reducing administrative processing costs and lead times.  Under no 
circumstances is the purchase card to be used for personal purchases. 

CONVENIENCE CHECKS 

Convenience checks are issued to authorized cardholders.  Agency management determines to 
whom checks are issued.  These checks are similar in appearance to personal checks and are 
written against your purchase card account and reconciled in the Purchase Card Management 
System (PCMS).   The purchase card services contractor, Bank of America (formerly 
NationsBank), levies a $1.40 processing charge per check, which is reconciled in PCMS.  
These checks are for official use only. They are to be used when a vendor does not accept the 
purchase card, as well as for reimbursements for local travel and expenses which were 
previously reimbursed through the use of imprest funds, as well as spot awards and emergency 
salary payments to employees.  The total amount that may be written cannot exceed your single 
purchase limit.  Keep in mind that any checks you write count against your monthly limit, along 
with any card transactions you make.  Checks written for cash will not be processed at any 
financial institution.  Pursuant to the Debt Collection Improvement Act (DCIA) of 1996, when 
writing a check, you must request the recipient’s Tax Identification Number (TIN) or Social 
Security Number (SSN).  The same rules and regulations that govern the purchase card are also 
applicable to checks. 
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PURCHASE CARD MANAGEMENT SYSTEM (PCMS) 

PCMS is a Windows-based system that uses client server and Electronic Data Interchange 
(EDI) technologies.  This system is used to track, reconcile, control, and pay purchases made 
with the Government-wide Purchase Card (GPC) and convenience checks, issued by an 
authorized General Service Administration (GSA) contractor (Bank of America). 

Daily, the bank downloads purchase card transaction data and purchase card master data to the 
National Finance Center (NFC).  The NFC makes payments to the bank for purchases billed 
according to a scheduled billing cycle and then, via PCMS, allows you, the responsible 
cardholder, to monitor and reconcile all transactions. 

AUTHORITY AND RESPONSIBILITY OF OFFICIALS 

The management for this program is provided by the Office of Procurement and Property 
Management, Procurement Policy Division, USDA.  Figure 1 shows the hierarchal structure of 
the Purchase Card Program. 

 

 

GSA CONTRACTING
OFFICER

 DEPARTMENTAL PROGRAM
COORDINATOR

AGENCY PROGRAM
COORDINATOR

 LOCAL AGENCY PROGRAM
COORDINATOR

CARDHOLDER

 
 
 

Figure 1.  Purchase Card Program Hierarchal Structure 
 
 

Departmental Program Coordinator (DPC) 

The DPC, who is located in the Procurement Policy Division, is responsible for the 
implementation and oversight of the program as well as being the GSA Contracting Officer’s 
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Technical Representative (COTR) for USDA.  The COTR is an authorized individual acting 
within the limits of their authority as delegated by the Contracting Officer.  This means that the 
DPC has authority to perform the functions in the performance of the government-wide 
commercial purchase card program only to the extent permitted by the GSA Contracting 
Officer. 

Agency Program Coordinator (APC) 

An APC is designated in each USDA agency, departmental office, or mission area to 
coordinate the implementation of the program within the organization through the DPC.  All 
documentation related to the establishment of an office, location, or area will be processed 
through the APC. 

Local Agency Program Coordinator (LAPC)  

The LAPC is responsible for the day-to-day operation of the purchase card program within 
their respective area, location, or office.  They work directly with the cardholder, bank contact 
person, APC and the NFC.  All documentation related to the establishment of the cardholder 
will be processed through the LAPC. 

Cardholder 

The cardholder is the individual to whom a card is issuedyou.  The purchase card bears your 
name and may only be used by you.  No other person is authorized to use the card. Your 
spending limits are displayed in PCMS and you may purchase goods and services (including 
construction), within your authority, as required by the government, subject to funds availability. 

The cardholder is responsible for all purchases made with the purchase card.  All purchases that 
will be paid for using the card must comply with the Federal Acquisition Regulation (FAR) and 
department and agency regulations.  You, the cardholder, are responsible for reconciling each 
transaction, either made with the purchase card or a convenience check, in PCMS. 

HOW TO USE THE PURCHASE CARD (MERCHANT) 

To accept a VISA transaction, a merchant follows these general procedures for any type of 
card purchase. 

 
1. The cardholder presents merchandise and the card to the supplier. 

2. After totaling the merchandise, the merchant processes the card information to obtain 
authorization. 

3. The authorization request is transmitted electronically to the bank through the 
telecommunications network.  The bank verifies the cardholder account and determines if 
the purchase is within spending control limits.  In approximately 10 seconds, an approval, 
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decline, or referral is transmitted back to the merchant’s bank or processor and on to the 
merchant. 

4. When an approval code is received, the cardholder verifies the sales total and signs the 
sales draft.  The cardholder then receives the merchandise, the card, and one copy of the 
completed sales draft. 

5. At the end of a business day, the merchant batches and sends the transactions to the 
processing bank that will issue credit for the purchase. 

6. The merchant’s bank electronically transmits the sales draft information to the card issuer’s 
bank, and then it applies the charges to the appropriate cardholder account. 

HOW TO USE THE PURCHASE CARD (CARDHOLDER) 

The same basic procedures are followed for mail and phone order purchases, although the 
supplier may request additional information such as the cardholder’s shipping address. 

Over-the-Counter-Purchases 

Although the process may vary slightly, the following steps give a general overview of how the 
purchase card works.  An employee using the purchase card should: 

 
1. Identify the purchase needed and determine funds availability. 

2. Determine if the purchase amount is within their pre-approved single purchase limit.  If yes, 
proceed to the next step.  If no, check with the manager for details on how to proceed. 

3. Purchase goods/services.  Inform the merchant that the purchase is for “official U.S. 
Government business” and is not subject to state or local sales tax.  Furnish the USDA tax 
exemption number to the merchant (it's printed on your purchase card).  Provide the 
merchant with the purchase card.  Pay sales tax if merchant refuses to waive it. 

4. Retain receipt (i.e., cash register receipt, VISA charge slip). 

5. Reconcile receipts with transactions within PCMS. 

Telephone Orders  

An employee using the purchase card to order by telephone 
should:   

 
1. Identify the purchase needed and determine funds availability. 

2. Determine if the purchase amount is within the pre-approved 
single purchase limit.  If yes, proceed to the next step.  If no, 
check with your manager for details on how to proceed. 

3. Contact the merchant and place the order.   
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4. Purchase goods/services.  Inform the merchant that the purchase is for “official U.S. 
Government business” and is not subject to state or local sales tax.  Provide the merchant 
with the card number, expiration date, and tax exemption number.  Pay sales tax if merchant 
refuses to waive it. 

5. Relay all pertinent information to supplier, e.g., your name, shipping address, etc.  

6. Inspect and verify order accuracy, quality, and price when merchandise arrives. 

7. Retain shipping documents and receipts received with the merchandise. 

8. Reconcile shipping receipts/documents with transactions within PCMS. 

Internet Orders 

1. Identify the purchase needed and determine 
funds availability. 

2. Determine if the purchase amount is within the 
pre-approved single purchase limit.  If yes, 
proceed to the next step.  If no, check with your 
manager for details on how to proceed. 

3. Locate the merchant’s web site and place the 
order.   

4. Purchase goods/services. Enter your card 
number and expiration date.  Some web sites 
will recognize that your purchase is tax exempt.  
If not, indicate that the purchase is tax exempt 
and provide the USDA tax exemption number.  Note that you should check to see if the 
web site you are accessing is secure before entering your purchase card account number.  
Check your Internet browser software and any information posted on the web site you are 
accessing for more information regarding the level of security provided. 

5. Relay all pertinent information to supplier, e.g., your name, shipping address, etc.  

 
Note:   If downloading a purchased product from the internet, printout the electronic 

confirmation for your files. 
 
6. Inspect and verify order accuracy, quality, and price when merchandise arrives. 

7. Retain shipping documents received with merchandise.   

8. Reconcile shipping documents or electronic confirmation printout with transactions within 
PCMS. 
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SECTION II - CARDHOLDER 
RESPONSIBILITIES 

 

 

Procurement laws, regulations, and procedures place upon the individual (the cardholder) direct 
responsibility for the proper and lawful execution of procurement actions.  No procurement 
officer, line officer, or employee of the government has authority to issue instructions or approve 
a procedure that is in direct contravention with the law, regulation, or decisions of the 
Comptroller General and the Courts.  Any act exceeding that individual’s authority is no longer 
an act of the government but becomes a personal responsibility.  This may include 
financial liability and consideration of disciplinary action up to and including 
removal from position and possible criminal prosecution. 

All employees must maintain the highest standards of conduct in a manner above reproach.  Any 
conflict of interest or appearance thereof, between government responsibilities and personal 
lives must be avoided.  For example, government emloyees cannot accept anything of value for 
or because of any official act that has been or will be performed. 

Cardholder responsibilities are to: 

♦ Make purchases within authorized spending limits and funds availability.  Use the card or 
convenience check only for purchasing items in accordance with agency/department 
policies; 

♦ Use the purchase card first; checks are only to be used if the vendor does not accept the 
card or in other limited instances in accordance with DR5013-6; 

♦ Pay the sales tax if the merchant refuses to waive it.  The cardholder must first inform the 
merchant that the purchase is for "official U.S. Government business” and is not subject to 
state or local sales tax.  The card is imprinted with the statement, “US Government Tax 
Exempt.”  The Tax ID Number for USDA is 47-1600000. 

♦ Solicit prompt payment discounts from vendors prior to accepting an offer.  Discount for 
prompt payment means an invoice payment reduction offered by the contractor if payment 
is made prior to the due date. Vendors normally receive payment from the bank within three 
days of the purchase.  

♦ Maintain purchase cards and convenience checks in a secure fashion and preventing 
unauthorized charges against the account;   

♦ Maintain adequate documentation of all purchase card and convenience check transactions.  
This responsibility includes documentation of funds availability, receipts, packing lists, 
invoices, Claims for Reimbursement for Actual Expenses (SF-1164), spot award approvals 
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(AD Form 287-2), emergency salary payment documentation (AD Form 343), and other 
appropriate or agency-required documentation/approvals.   

♦ Ensure that accountable and sensitive property is entered into the USDA accountable 
property system.  Also ensure that any dangerously radioactive and other hazardous 
materials acquired are disposed of in accordance with applicable regulations (refer to 
Subchapter H, Part 104-42 of the Agriculture Property Management Regulations 
entitled, Utilization and Disposal of Hazardous Materials and Certain Categories of 
Property.  See DR 5013-6 for restrictions on use of the purchase card to acquire firearms, 
ammunition, explosives, or hazardous biological and radioactive substances. 

♦ Reconcile purchase card and convenience check transactions using PCMS in a timely 
manner, ensure entry of proper accounting codes, budget object classification codes, and, 
for convenience checks, TINs or SSNs, as appropriate; 

♦ Call the bank customer service representative and the LAPC immediately to report lost or 
stolen cards/checks; 

♦ Notify the bank of any billing discrepancies (i.e., disputes) posted on the account by 
completing the dispute screen in PCMS; 

♦ Notify the LAPC of name, telephone, address, and division/agency/department changes; 

♦ Change passwords as required. 

DELEGATION OF INDIVIDUAL AUTHORITY 

The maximum dollar amount that may be delegated to an unwarranted cardholder for purchase 
card purchases is $2,500.  Micro-purchase authority of $2,500 for supplies and services 
($2,000 for construction) is delegated to unwarranted personnel in accordance with 
Departmental Regulation 5013-6.  Issuance of the purchase card to cardholders is considered 
to confer the required delegation of authority.  Cardholders must, however, be trained in micro-
purchase procedures and their responsibilities when obligating the government using the 
purchase card.  Cardholders can only obligate funds that come within their purchasing authority.  
Under no circumstances may a cardholder purchase an item that costs more than the maximum 
amount of their delegated authority. 

PURCHASE LIMITS 

Use of the purchase card by a cardholder is subject to a 
single purchase limit and a monthly purchase limit.  The 
purpose of each dollar limit is as follows: 

Single Purchase Limit 

The single purchase limit is a dollar amount on the 
procurement authority delegated to the cardholder.  A “single  
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purchase” is the total of those items purchased at one time from a particular vendor.  Multiple 
items may be purchased at one time using the card; however, no single purchase may exceed 
the authorized single purchase limit.  Splitting purchases merely to stay within the single purchase 
limit is a violation of law.  An example of a split purchase is:  

 
The cardholder’s single purchase limit is $2,500. The items to 
be purchased total $3,000.  The cardholder divides the 
purchase into several charges to stay within the authorized 
single purchase limit. 

 

Monthly Purchase Limit 

The monthly purchase limit is the maximum total dollar amount a cardholder is authorized to 
procure each month.  This amount is established in PCMS and at the card services contractor 
(Bank of America) when a cardholder’s account is first established.  The monthly purchase limit 
applies to the monthly total of all purchase card and convenience check transactions.  This 
amount is similar to a “credit limit.” 

ACCOUNTABLE/SENSITIVE PROPERTY 

Accountable property is defined as all government property with an acquisition value of $5,000 
or more.  Sensitive property is defined as an item with an acquisition value of $5,000 or less and 
is subject to fraud, waste, and abuse; has a high level of visibility; and can be audited by 
oversight agencies, such as the General Accounting office, Office of the Inspector General, and 
Congress.  Each agency defines their own list of sensitive property and is responsible for 
providing this list to the cardholders.  Cardholders are to initiate action to place 
accountable/sensitive property in the property system. 

DETERMINING WHEN TO USE FORM AD-700, 
PROCUREMENT REQUEST   

Use of Form AD-700, Procurement Request, is optional for purchases at or below the micro-
purchase threshold, except for hazardous items (i.e., firearms, ammunition, explosives, or 
hazardous biological and radioactive substances). These items can only be acquired by your 
servicing contracting office.  In other cases, requisitions should not generally be forwarded to 
the servicing contracting office for processing unless the requirement is of a unique, complex, or 
sensitive nature, or the vendor will not accept the purchase card or convenience check for the 
order.  The handling of such a requisition shall be coordinated in advance with your servicing 
contracting office. 
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CONDITIONS FOR USE OF THE CARD AND CONVENIENCE 
CHECKS 

In addition to limitations based on individual authority and the purchase limits discussed above, 
there are conditions relating to the purposes for which the card and checks may or may not be 
used.    

Authorized Use of the Card 

The card may be used to purchase goods and services under the micro-purchase threshold.  
Commercial goods and services may be purchase using the card if the needed goods and 
services are not available from the Federal mandatory sources. Warranted contracting 
personnel can use the card up to their delegated contracting authority not to exceed $2 million.  
These purchases are subject to all federal, departmental and agency acquisition regulations and 
procedures.   

Purchase cards are also authorized for the following situations: 

♦ Purchase accountable/sensitive property.  Cardholders must promptly initiate action to place 
these items on the property inventory in accordance with USDA and agency procedures. 

♦ Rent, on a short-term basis (up to 180 days), meeting and conference rooms, parking for 
government-owned or leased vehicles, storage, and other special purpose space to be used 
on a temporary or emergency basis.   

♦ Purchase repairs and maintenance to government-owned and leased vehicles in an 
emergency situation (e.g., when the cardholder cannot reasonably find a vendor for these 
items that will accept the fleet card or aviation fuel card).  Cardholders must initiate the 
action to place this vehicle repairs/maintenance into the Property System/Equipment 
Management Information System (PROP/EMIS). 

♦ Pursuant to 31 U.S.C. 3324, payments for subscriptions may be made in advance or 
receipt of the items provided through the subscription. 

♦ Business cards, if authorized by your agency.  To order, refer to the Javits-Wagner-O'Day 
(JWOD) Program in Appendix F. 

♦ For warranted contracting personnel, orders within their delegated authority under Indefinite 
Delivery/Indefinite Quantity (ID/IQ) contracts. 

Authorized Use of the Convenience Check 

Convenience checks are utilized for purchases only when:  (1) the vendor or merchant will not 
accept the purchase card, (2) bona fide emergencies where the purchase card is not a viable 
solution, (3) transactions with small and/or rural businesses that are not yet able to accept the 
purchase card, (4) other properly approved transactions for which the imprest funds were 
previously used which cannot be addressed using the purchase card, and (2) at least one of the 
DCIA waivers listed below are satisfied.  Convenience checks, when appropriate, can be used 
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by unwarranted series personnel for transactions at or below the micro-purchase threshold and 
by warranted personnel up to and including the limit of their delegated authority.   

Convenience checks are also authorized for the following situations: 
 
♦ Issue checks for spot awards.  Cardholders may issue checks to employees for payment of 

spot awards not exceeding $500.   Before issuing checks, form AD-287-2, 
Recommendation & Approval of Award (Att. 2-1) must be approved by an 
authorized official other than the cardholder.  Agencies must assure that all awards are 
entered in the Personnel Payroll System.  The NFC will gross up the award amount for tax 
purposes.  Awards must be in accordance with agency and department personnel 
regulations. 

♦ Reimburse employees for local travel expenses.  Cardholders may issue checks to 
employees for reimbursement of local travel expenses, such as mileage, parking, and taxis, 
authorized by their agency while on official business.  Local travel is official travel performed 
in the vicinity of the employee’s official duty station.  Before issuing checks, form SF-1164, 
Claim for Reimbursement for Expenditures on Official Business (Att. 2-2) 
must be approved by an authorized official other than the cardholder.  Local travel 
reimbursements must be in accordance with allowable expenses in federal, department, and 
agency travel regulations. 

♦ Reimburse employees for miscellaneous expenditures.  Cardholders may issue checks to 
employees for reimbursement of miscellaneous expenditures such as supplies, services, 
registration fees, and telephone use for official business.  Before issuing a check, form SF-
1164, Claim for Reimbursement for Expenditures on Official Business 
(Att. 2-2) must be approved by an authorized official other than the cardholder.  
Reimbursements must be in accordance with federal, department, and agency procurement 
regulations. 

♦ Reimburse employees for tuition, books, and related expenses.  Cardholders may issue 
checks to employees for reimbursement for tuition, books, and related expenses.  Before 
issuing a check, form SF-182, Request, Authorization, Agreement and 
Certification of Training (Att. 2-3) must be approved by an authorized official other 
than the cardholder.  

♦ Issue emergency salary payments.  Cardholders may issue checks to employees for 
emergency salary payments in hardship cases when they do not receive a scheduled 
paycheck.  Before issuing a check, form AD-343, Payroll Action Request (Att. 2-4) 
must first be approved by an authorized official other than the cardholder.  Agencies must 
assure that emergency salary payments are entered into the Personnel Payroll System and 
Time and Attendance System to prevent duplicate payments.  Emergency salary payments 
must comply with department and agency personnel regulations. 
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Cardholders are responsible for keeping a copy in their files of approvals for the above 
situations.



 Section II - Cardholder Responsibilities 

 

PCMS/Micro-Purchase Guide II - 7 October 29, 1999 

DCIA requires that the government maximize electronic transactions.  Purchase card 
transactions are considered electronic, and are therefore in conformance with DCIA.  
Convenience checks are not considered electronic, and are not DCIA compliant unless one of 
the following criteria are met: 

♦ An individual determines, in his/her sole discretion, that use of the purchase card would 
cause a financial hardship or impose a hardship due to a physical or mental disability, or a 
geographic, language, or literacy barrier.  Note:  Agency personnel may not challenge an 
individual’s hardship determination. 

♦ The agency does not expect to make more than one payment to the same recipient within a 
one-year period (e.g., spot cash awards). 

♦ The infrastructure of a foreign country does not support electronic transfers. 

♦ The transaction is with a vendor/recipient in a declared disaster area. 

♦ A threat may be posed to national security, the life of physical safety of any individual may 
be endangered, or a law enforcement action may be compromised. 

♦ An agency’s need for goods and services is of such unusual and compelling urgency that the 
government would be seriously injured unless the transaction is processed by other than 
electronic means. 

♦ There is only one source for the required supplies or services and the government would be 
seriously injured unless the transaction is processed by other than electronic means.   

Unauthorized Use of the Card and Checks 

The purchase card and convenience checks will not be used for: 

♦ Cash advances and/or travel advances (except emergency salary payments as authorized by 
the agency) 

♦ Long-term (more than 180 days) rental or lease of land or buildings except by warranted 
real property leasing or contracting officers. 

♦ Purchase of hazardous items such as firearms, ammunition, explosives, or hazardous 
biological and radioactive substances. 

♦ Purchase of airline, bus, train, or other travel-related tickets and purchase of meals, lodging, 
or subsistence costs unless authorized by the agency.  The Government Travel Card should 
be used for these items. 

♦ Personal purchases or identification.   Items purchased with the card are for official 
government use only.  Additionally, the card must not be used for identification for personal 
purchases (e.g., while paying for a personal purchase by check), or security for personal 
purchases. 



Section II - Cardholder Responsibilities 

October 29, 1999 II - 8 PCMS/Micro-Purchase Guide   

♦ Purchase of telecommunications (telephone) services, i.e., major systems such as FTS2001 
or DSN.  However, telephone/telecommunications equipment may be purchased unless 
restricted by an agency. 

♦ Splitting requirements into several purchases merely to avoid the cardholder’s delegated 
single purchase limit.  

♦ Fuel and related supplies and services for government-owned and leased vehicles, aircraft, 
and other motorized equipment, unless a cardholder cannot reasonably find a vendor for 
these items that will accept the fleet card or aviation fuel card. 

♦ Personal services unless authorized by statute.  Personal services are those where an 
employer-employee relationship occurs such as when there is continuous supervision of the 
contractor’s employees by the government. 

♦ Writing checks to self or for cash. 

♦ Advance payment to a merchant prior to receipt of goods/services, unless authorized by law 
(i.e., subscriptions, registration fees, and training). 

♦ Acquisition from commercial sources of products or services available from a required 
source in time to meet the agency need. 

♦ Other unauthorized purchases include, but are not limited to: 

− Greeting cards 
− Memberships in an individual's (as opposed to an organization's) name 
− Parking tickets against a government vehicle 
− Insurance of items being shipped to or for the government (the Government is self-

insuring) 
− Meals for federal employees at office or agency functions, unless authorized by law 

(purchasing food for government employees for a bona fide awards ceremony is 
permitted by law) 

− Shipment of household goods 
 

DOCUMENTATION, RETENTION PROCEDURES, AND 
RECONCILIATION AND PAYMENT  

Documentation 

Any time a purchase is made over-the-counter or by telephone, documentation must be 
maintained.  The documents will later be used to verify and reconcile the purchases. 

♦ When a purchase is made over-the-counter, the cardholder must obtain a customer copy of 
the charge slip.   

♦ When making purchases by telephone, the cardholder must obtain the shipping documents 
associated with the order.   
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♦ When downloading a purchased product from the Internet, the cardholder must printout the 
electronic confirmation associated with the order. 

Retention 

Documentation supporting cardholder purchases must be retained for three years after final 
payment in accordance with the FAR Part 4.  Disposal of purchase card files will be in 
accordance with individual agency procedures. 

File retention periods for other transactions are as follows: 

TRANSACTION TYPE RETENTION PERIOD 

• Micro-purchases  

• Simplified Acquisitions under $25,000 

• Construction Acquisitions under $2,000 

3 years from the date of purchase 

• Simplified Acquisition at and above $25,000 

• Contract Orders/Payments 

• Official Business Reimbursements Including Local Travel 

• Spot Cash Awards 

• Emergency Salary Payments 

6 years, 3 months* 

*Records may be stored at a Federal Records Center.  Contact your agency records officer for specific 
guidance. 

Reconciliation and Payment 

The cardholder will reconcile their transactions at least once a month in PCMS using the 
documentation retained from each purchase (refer to Attachment A: Purchase Card 
Management System (PCMS) for details). Purchase transactions are posted in PCMS within 
24 hours of their occurrence.  Cardholders who frequently use their purchase cards should 
increase the frequency of reconciliation in order to keep reconciliation sessions brief and to 
assist agency management and finance officials in monitoring status of funds. The NFC will pay 
the electronic invoice and schedule payment with the U.S. Treasury. 

DISPUTES 

MICRO-PURCHASES Disputes must be processed using the dispute screen in PCMS. 
Refer to Attachment A: Purchase Card Management System 
(PCMS) for details. 

CONVENIENCE 
CHECKS 

Convenience checks CANNOT be disputed through PCMS.  If 
the check was just written, the check writer must contact the card 
services contractor (Bank of America) at 1-800-472-1424 
(domestic purchase cards only; toll free) or 1-757-441-4124 
(international purchase cards only; collect call) to dispute the 
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transaction, stop payment, and then work with the vendor to 
resolve the dispute.  There is no cost for stopping payment on a 
convenience check. 

If the check has appeared in PCMS to be reconciled, it has 
already been paid.  In this case, a stop payment cannot be issued.  
At this point, the check writer must work directly with the card 
services contractor and the vendor to resolve the dispute.  For 
assistance in disputing a check transaction, contact your LAPC.  
If, after working with the card services contractor and the vendor, 
resolution of the dispute involves a refund or credit to USDA, 
contact your LAPC for information on proper refund or credit 
processing. 

CARD AND CHECK SECURITY 

The cardholder is responsible for safeguarding the purchase card account number and checks at 
all times.  Never allow anyone to use your card/checks or account number and 
never use the card/check to procure personal items.   

Lost/Stolen Cards/Checks 

When a purchase card is lost or stolen, the cardholder should contact Bank of America’s 
Government Card Services Unit (GCSU) by telephone at 1-800-472-1424 to report the 
lost/stolen card.  GCSU staff is available 24 hours a day, 7 days a week.  (Note:  In most cases 
it is preferred that the cardholder contact GCSU first rather than the LAPC so that the highest 
level of detail regarding account activity leading up to the lost/stolen date can be provided 
immediately.) 

Bank of America immediately places real-time blocks on the activity of the lost/stolen account 
number, creates a new account, and issues a new purchase card on a new number. Trailing 
balances generated prior to the date of lost/stolen notification will be transferred to a new 
account number, with the exception of potentially fraudulent transactions, which are 
systematically held by Bank of America for manual review and investigation. 

If the USDA cardholder still sees fraudulent transaction(s) on the new account number in 
PCMS, that cardholder should dispute the transaction using normal dispute procedures.  For 
these disputed transactions, Bank of America executes standard procedures for investigation 
and resolution of the disputed item. 

If the cardholder finds the card after having reported it lost or stolen, it should be cut in half and 
given to the LAPC.  
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Card Receipt Verification/Activation 

As a security measure, new cards and replacement cards for lost, stolen, or reissued accounts 
are not usable until the cardholder calls Customer Service at 1-800-227-6736 to activate their 
account. 

Stop Payment Requests 

A cardholder that needs to stop payment on a check is to contact their LAPC and the bank 
immediately.  Refer to Disputes in this section. 

Separation of Cardholder 

Prior to separation from your agency or assignment to another function that does not require 
cardholder authority, you will surrender the card and, if issued, unused convenience checks, to 
your LAPC who will destroy them.  You will review with your LAPC the status of any 
unreconciled, questionable, partially approved, unresolved, and disputed transactions, and 
identify any supplies and/or services which have been ordered but not yet received, so 
appropriate action can be taken to complete these activities.  

Purchase Card Changes 

There may be occasions when the information about the cardholder in the bank’s master file 
must be changed (e.g., location change, default accounting change, authorization limits).  Your 
LAPC will make the appropriate change through PCMS. 

Check Reorders 

Checks will be mailed within 10 business days from receipt of new account setup in PCMS.   
Initially, checks are ordered in a minimum of 50 checks per box.  Check number 39, and each 
increment thereof, will trigger a reorder from the bank for an additional 50 checks.  Contact 
your LAPC to reorder checks, if the reorder trigger is not functioning, or to order larger 
quantities of checks. Cardholders are not authorized to order checks directly from the bank. 

Card Reissuance 

Every 24 months the bank will reissue a card.  Sixty days prior to the expiration date of the 
card, the bank is to provide a notification to the LAPC of the pending expiration.  Thirty days 
prior to the expiration, the LAPC is to notify the bank whether or not the card should be 
reissued.  If this notification is not given, the bank will not reissue the card. 

Card Misuse/Fraud 

Misuse of the purchase card will require the purchase card to be withdrawn from the 
cardholder.  Disciplinary actions may be taken against the 
cardholder.  The cardholder may be liable for payment of the 
purchase. 
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TROUBLESHOOTING 

Inquiries about the USDA Purchase Card Program should be directed through agency channels 
(your LAPC). 
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SECTION III - MICRO-PURCHASE 
ACQUISITION PROCEDURES 

 
 

MICRO-PURCHASES 

Micro-purchase means an acquisition of goods (e.g., equipment, subscriptions, office supplies) 
or services (except construction) the aggregate amount of which does not exceed $2,500.  
Micro-purchases for construction are limited to $2,000. 

Purchases under the micro-purchase threshold are not subject to any form of small business set-
aside and are exempt from the requirements of the Buy American Act. 

COMPETITION 

Purchases within the micro-purchase threshold can be awarded without soliciting competitive 
price quotations if the price is reasonable.  Such purchases must be distributed equitably among 
qualified suppliers.  When practicable, a quotation should be solicited from other than the 
previous supplier prior to placing a repeat order.  The administrative cost of verifying the 
reasonableness of the price of purchases not in excess of $2,500 may more than offset potential 
savings in detecting instances of over pricing.  Therefore, actions to verify the reasonableness of 
the price need be taken only when: 

♦ Information indicates that the price may not be reasonable (e.g., comparison to previous 
price paid, personal knowledge of the item involved, comparison to similar items). 

♦ Purchasing a supply or service for which no comparable pricing information is readily 
available (e.g., an item that is not the same or similar to other items recently purchased). 

PROCEDURES AUTHORIZED FOR USE BY 
NONPROCUREMENT PERSONNEL 

The method nonprocurement personnel uses in processing purchases under $2,500 are 
purchase card, convenience checks, and imprest fund.   

The purchase card is the preferred means to purchase and pay for micro-purchases.  This is not 
intended to limit use of the purchase card to micro-purchases nor is it intended to preclude use 
of electronic purchasing techniques.  Cardholders are encouraged to use the purchase card to 
the maximum extent practicable to purchase and pay for purchases under FAR Part 8 
procedures.  
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The purchase card should be used unless it is clearly in the best interest of the government to 
use more formal contracting methods.  The purchase card can be used to buy: 

♦ Goods and services (personal and nonpersonal) under $2,500 

♦ Personal property under $2,500 

♦ Construction under $2,000 

A cardholder must be able to distinguish between purchases for personal services and those for 
nonpersonal services.  A personal services purchase is one in which the contractor’s personnel 
appear as government employees.  On the other hand, a nonpersonal services purchase is one 
where the personnel rendering the services is not supervised by government employees.  
Cardholders must not purchase personal services with the purchase card unless authorized by 
their supervisor and authorized by law. 

Some examples of authorized purchases: repair of typewriters, purchase of facsimile machines, 
office supplies, subscriptions, ADP hardware and software, plumbing supplies, and film 
developing. 

Use of the purchase card is designed to promote greater efficiency and economy.  It puts buying 
power as close as possible to the local levels where goods and services are needed. 
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SECTION IV - SOURCES OF SUPPLY 

 
 
Whenever a purchase is required, the action to be taken is to select the proper source of supply 
for the services or items needed.  Requirements for supplies and services must be satisfied from 
or through the services and publications listed below in descending order of priority. 

SUPPLIES 

 
1. Activity Inventory (On-Hand Stock/Cupboard Stock) 

The First source is on-hand stock.  Items needed may be available from stocking facilities 
at areas, locations, or headquarters. 

Items such as forms, posters, and other supplies in common use by the department are 
specified in form AD-640, Departmental Forms Catalog.  Requests for these items are 
submitted to the purchasing office. 

2. Excess Personal Property 

The Second source is excess personal property.  Whenever possible, it should be used 
instead of purchasing new property from other sources.  Each GSA Region publishes an 
Excess Personal Property Catalog, which lists the items available with instructions for 
ordering.  The Cardholder must check with the appropriate property management officer 
before making a purchase elsewhere. 

3. Federal Prison Industries (FPI)  

The Third source is FPI, which is also known as UNICOR.  FPI produces commonly 
used items such as brooms, brushes, furniture, clothing, textiles, and electrical equipment.  
FPI is also a mandatory source unless a clearance is obtained.  FPI clearances are not 
required when: 

a. Public exigency requires immediate delivery or performance; 

b. Suitable used or excess supplies are available; 

c. Purchases are made from GSA of less-than-carload lots of common-use items stocked 
by GSA; 

d. The products are acquired and used outside the United States; and 

e. Orders are for listed items totaling $25 or less, and require delivery within 10 days. 
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The Schedule of UNICOR Products and Services, located in Appendix C, is an 
alphabetical listing of products and services from UNICOR. The purchase card can be used 
to purchase these items on the list.  Your procurement office has UNICOR’s full line 
catalog or you can go on-line at www.unicor.gov. 

4. Procurement List of Products and Services Available Through the 
Committee for Purchase From People Who Are Blind or Severely 
Disabled 

The Fourth source for supplies are the distribution channels authorized by the Committee 
for Purchase from People Who Are Blind or Severely Disabled.  Items available from this 
source are published in a current status on the JWOD home page, www.jwod.gov.  The 
List of JWOD Supplies and Services (shown later in this appendix) is a list of 
supplies/services that are available from the Committee for Purchase from People Who Are 
Blind or Severely Disabled.  Copies should be maintained in all procurement offices.  The 
listing is organized by class of supply, as in the GSA Supply Catalog.  GSA is a distributor 
for most of these products and accepts the purchase card. 

USDA maintains updated procurement lists on the Internet.  The web site address is 
www.usda.gov/da/procure.html. 

This program creates employment and training opportunities for people who are blind or 
who have other severe disabilities.  Its primary means of doing so is to require government 
agencies to buy selected products and services from nonprofit agencies employing such 
individuals.  As a result, JWOD employees are able to lead more productive, independent 
lives. 

The Committee administers the JWOD Program.  Two national organizations, National 
Industries for the Blind (NIB) and NISH (serving people with a range of disabilities), have 
been designated to provide support to participating state and private nonprofit agencies. 

Products furnished include office supplies, cleaners, and others.  Many office products carry 
the SKILCRAFT brand name.  A wide array of JWOD services are also performed, from 
administrative work, custodial operations and grounds maintenance to order processing, 
switchboard operation, and warehousing.  At this time, six commercial vendors on GSA 
Schedule 75 IIIA offer these products in an easy to use telephone ordering, overnight 
delivery mode. 

Buy JWOD; pay with your purchase card... 

You can comply with your need to use the government purchase card whenever possible 
and at the same time carry out public policy by filling your needs by buying products of 
services offered through the JWOD Program.  All distributors of JWOD office supplies and 
common-use items accept the purchase card. 

There are several ways to order, either through the commercial vendors or through the GSA 
system.   
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Commercial VendorsOffice Supplies 

Federal customers can purchase mandatory JWOD 
office supplies from six international vendors with next-
day, desktop delivery.  Order by telephone, fax, or 
EDI.  Walk-in store purchases are not included.  The 
vendors accept purchase cards.  Contract terms require 
overnight delivery of product to the cardholder's desk. 

For catalogs and more information, contact the vendors: 

− Boise Cascade Office Products (888) 505-FEDS (3337) 
− BT Office Supplies International (888) 862-8674 
− Corporate Express (800) 706-9267 
− Innovative Sales Brokers (800) 283-1903 
− Office Depot (888) 263-9586 
− Staples National Advantage (800) 538-2728 

 
JWOD Program Information can be obtained from: 

www.jwod.gov 

Robert Hartt/Kimberly Zeich (703) 603-7740 

 
National Industries for the Blind (NIB): 

www.nib.org 

Headquarters (703) 998-0770 or Customer Hotline (800) 433-2304 

 
NISH: 

www.nish.org 

National Office (703) 560-6800 

 

GSA Customer Supply Centers (CSCs) 

CSCs are GSA’s retail outlets.  These allow purchase card payment.  Place orders by 
telephone or fax, using a purchase card account number.  Orders are shipped in 24 hours 
and usually arrive within 2-5 days.  For assistance in establishing an account at your local 
CSC, call the GSA National Help Line at (800) 488-3111 for the name of a Customer 
Service Director in your state. 

New GSA Advantage! 

GSA Advantage! On-line Shopping Service allows you to browse, search for specific 
items, review prices, and place orders via the Internet.  You choose the delivery times and 
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the payment method, including the purchase card.  GSA Advantage! is developing 
incrementally with Stock Program ordering open; schedules and special order items are 
being phased in.  Visit GSA Advantage! at www.gsa.gov or call (703) 305-7359 for more 
information.  GSA Advantage! is also available through the USDA Internet Acquisition 
Toolkit at www.usda.gov/da/procure.html. 

5. Wholesale Supply Sources 

Wholesale supply sources are the Fifth source of supply.  They are: 

a. GSA.  The GSA Supply Catalog is published annually and updated quarterly.  It is an 
illustrated book that serves as the primary source for identifying items and services 
offered from GSA supply sources.  When an order is placed from GSA catalogs, 
adequate lead-time must be allowed for delivery.  GSA requires about 30 days or less 
to deliver standard stock items within a Region.  Furniture and other office equipment 
may take up to 6 months for delivery.  Delivery for items ordered could be determined 
in advance by calling the Customer Service number listed in the GSA catalog. 

When the total value of the line item is less than $100, procurement from other sources 
is authorized.  Also, when the total value of the line item requirement is $100 or more, 
but less than $5,000, procurement from other sources is authorized provided that such 
action is documented to be in the best interest of the government in terms of the 
combination of quality, timeliness, and cost that best meets the requirement.  Cost 
comparisons must include the agency administrative cost to affect a local purchase. 

b. Defense Logistics Agency and Military Inventory Control Points.  The 
Department of Defense (DOD) has contracts for fuel oil and lubricants refined to federal 
specifications.  Listings of these contracts are contained in the annual DOD Oil Contract 
Bulletin located in the purchasing office. 

 
6. Mandatory Federal Supply Schedules (FSS) 

The Sixth source of supply is mandatory FSS.  Numbers ranging from 19 to 99 breaks 
down supply schedules into commodity/service groups.  A listing of these groups and 
instructions for obtaining vendor price lists can be found in the FSS Program Guide located 
in the procurement office. 

All schedules contain general instructions, ordering instructions, a list of supplies and 
services, a list of contractors, and an index.  Because the listing content of each schedule 
will vary from the others, the content of each schedule must be carefully reviewed before 
ordering.  Schedules are for one year and reviewed by GSA as required.  Contractor’s 
catalogs may, as a result, contain outdated prices.  Cardholders must make sure that the 
prices used in procurement actions are current.
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When the Department of Agriculture is listed (under “Mandatory Users”) as a primary user 
of an item, cardholders are required to use FSS for that item.  The GSA may grant waivers 
to mandatory users, and certain exemptions are allowed, both of which may permit the use 
of “open market” commercial sources instead of those listed in the FSS.  (An office may 
not be a mandatory user when the geographic coverage of the contract does not include the 
area in which the office is located.) 

GSA is currently converting FSS to nonmandatory sources of supply.  A list of mandatory 
schedules and anticipated expiration dates of mandatory use is shown in the Conversion of 
Federal Supply Schedules to Nonmandatory located in Appendix C. 

It is the responsibility of the cardholder to resolve any discrepancies in the services or 
supplies ordered.  If a satisfactory settlement cannot be made, the matter must be referred 
to the GSA Contracting Officer in charge of that contract (listed under “GSA Assistance” in 
the schedule). 

7. Optional Use FSS 

The Seventh source of supply is Optional Use FSS.  If an executive agency is not specified 
in the individual Schedules as a mandatory user, then it is an optional user.  If a contractor 
accepts an order from an optional user under a schedule contract, all terms of the schedule 
contract apply to that order. 

8. Commercial Sources 

The Eighth source for supplies is “open-market” commercial sources.  This type of 
purchase is used only when the items requested are not available from the aforementioned 
sources. 

SERVICES 

1. Procurement List of Services Available from the Committee for Purchase 
from People Who Are Blind or Severely Disabled 

The First source for services is the Procurement List.  (See the definition under 
“Supplies”). 

2. Mandatory FSS  

The Second source for services is mandatory FSS and Optional Use GSA Term Contracts.  
A listing of both is located in the FSS Program Guide. (See the definition under “Supplies”). 

3. Optional Use FSS 

The Third source for services is Optional Use FSS.  (See the definition under “Supplies”). 
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4. Federal Prison Industries (FPI)  

The Fourth source for services is FPI/UNICOR.  UNICOR does not have priority over 
commercial sources for the procurement of services.  (See the definition under “Supplies”). 

5. Open-Market Commercial Sources 

The Fifth source for services is open-market commercial sources, only when the service 
requested is not available from the aforementioned sources.  Commercial sources and 
FPI/UNICOR have equal priority for the procurement of services. 

Information for purchasing items from UNICOR, Committee for Purchasing from People 
Who Are Blind or Severely Disabled, and mandatory or optional use FSS is available in the 
procurement office. 

Recycled and Environmentally-Preferable Products and Services 

Federal government and USDA policy is to buy recycled products made from recovered waste 
materials, specifically those products designed by the Environmental Protection Agency (EPA), 
and to give preference to recycled, environmentally-preferable, and energy-efficient products 
and services.  Information on these policies is included in:  

♦ Executive Order 13101, Greening the Government Through Waste Prevention, Recycling, 
and Federal Acquisition 

♦ Executive Order 13123, Greening the Government Through Efficient Energy Management 

♦ USDA Biobased Products List 

♦ Resource Conservation and Recovery Act (RCRA), Section 6002 

♦ EPA Comprehensive Procurement Guidelines 

♦ Federal Acquisition Regulation Subpart 23.4, Use of Recovered Materials and Agriculture 
Acquisition Regulation Part 423 

♦ Department of Energy Product Energy Efficiency Recommendations 

Why does the federal government support these types of products? 

♦ Promote conservation of natural resources 

♦ Cleaner air 

♦ Create business and employment opportunities 

♦ Conserve disposal (landfill) capacity 

Some common recycled, environmentally preferable, and energy-efficient products available 
are: 

♦ Paper  minimum 30% post consumer content 

♦ Recycled toner and inkjet cartridges 
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♦ Energy-efficient computer monitors, printers, and fax machines 

♦ Non-paper office supplies (e.g., plastic covered binders and desktop accessories, trash 
cans) 

♦ Retread tires for federally-owned or leased vehicles 

♦ Carpet made from recycled polyethylene terephthalate  

♦ Re-refined oil, biobased oils 

♦ Energy-star computers 

♦ Construction materials, e.g., building insulation 

♦ Computer disks 

Recycled products must meet your performance standards and be competitive in price.  
Products, which are made from recycled recovered materials, will say so on the packaging. 

Information on recycling is available in the following sources or by calling the EPA RCRA 
Hotline at 1-800-424-9346: 

♦ EPA’s Comprehensive Procurement Guidelines 

♦ Greening the Government (available from Federal Environmental Executive by calling 
202/690-1297) 

Commercial Printing  

All acquisition of commercial printing is governed by Public Law 102-392, Title 44 USC; the 
Government Printing and Binding Regulations (published by the Joint Committee on Printing 
(JCP); FAR Subpart 8.8; and AGAR Subpart 408.8.  Generally, all government printing 
authorized by law is done by or through the Government Printing Office (GPO) except in the 
following cases: 

♦ The GPO cannot provide the printing service (44 U.S.C. 504); 

♦ The printing is done in field plants operated by an executive agency (44 U.S.C. 501(2)); 

♦ The printing is acquired by an executive agency from allotments for contract field printing 
(44 U.S.C. 501(2)); or 

♦ The printing is specifically authorized by statute to be done other than by GPO. 

The JCP regulations require the head of each agency to designate a central printing authority to 
serve as the liaison with the JCP and the Public Printer on matters relating to printing.  You can 
acquire printing services from commercial sources under the following circumstances: 
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♦ The GPO has been contacted and provides a waiver for each individual purchase; 

♦ Cost must not exceed $1,000; 

♦ Must be a one-time procurement and nonrecurring printing or duplicating job; and 

♦ Must be for official use only and for strictly administrative or operational purposes.  

The Office of Communication (OC) is USDA’s liaison with the JCP and the Public Printer and 
GPO on all matters relating to printing.  Agencies with publication programs have designated a 
publication liaison officer to coordinate appropriate printing and publication matters with OC. 

Meeting and Conferences 

The Chief Financial Officer has jurisdiction for USDA regulations governing offsite meetings and 
conferences.  Offsite meetings and conferences exceeding $25,000 should be submitted to the 
Office of the Chief Financial Officer with specific justification for the function, location, expected 
number of USDA attendees, and an estimate of costs, including travel and subsistence costs of 
USDA attendees.  USDA policy on offsite meetings, conferences, training sessions, and 
ceremonies are as follows: 

♦ All conferences, meetings, and seminars must be held at the most cost-effective 
locationconsidering such factors as meals, lodging, transportation, and rental of 
conference roomsunless programmatic considerations dictate otherwise. 

♦ Meetings or conferences where a majority of the attendees will be Washington, D.C.-based 
personnel must be held at a location within the Washington, D.C. metropolitan area.  Only 
agency heads or their deputies may authorize an exception to this rule. 

♦ For USDA-sponsored meetings, conferences, seminars, and similar events, the following 
order of preference must be followed: 

1. Local USDA facilities 
2. Other local government facilities 
3. Facilities outside the employee’s official duty station 

 
♦ If a meeting of seven or more employees requires the payment of transportation expenses, 

the approving official must conduct a cost-benefit analysis and keep it on file.  At a 
minimum, this analysis must contain the name and duty location of each employee, the 
estimated total travel costs of each employee, other expected expenses, and a justification 
for choosing the meeting site over at least three other reasonable sites. 
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APPENDIX A: LIST OF ACRONYMS 

 
 

APC Agency Program Coordinator 

CSC Customer Supply Center 

COTR Contracting Officer’s Technical Representative 

DCIA Debt Collection Improvement Act of 1996 

DOD Department of Defense 

DPC Departmental Program Coordinator 

EDI Electronic Data Interchange 

EPA Environmental Protection Agency 

FPI Federal Prison Industries 

FSS Federal Supply Schedules 

GCSU Government Card Services Unit 

GPC Government Purchase Card 

GPO Government Printing Office 

GSA General Service Administration 

JCP Joint Committee on Printing 

JWOD Javits-Wagner-O’Day Program 

LAPC Local Agency Program Coordinator 

NFC National Finance Center 

NIB National Industries for the Blind 

OC Office of Communications 

PCMS Purchase Card Management System 

RCRA Resource Conservation and Recovery Act 

SSN Social Security Number 

TIN Tax Identification Number  
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USDA United States Department of Agriculture 
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APPENDIX B: MICRO-PURCHASE           
SELF-TEST 

 

1.  The commercial purchase card is subject to existing ____________________ and 
________________________ procurement regulations. 

2.  The __________________________________ Regulation governs procurement 
actions. 

3.  When writing a check, the total amount cannot exceed the cardholder’s 
________________________________.  

4.  The same ______________________ that govern the purchase card are also applicable 
to checks. 

5.  The purchase card program is managed by ____________________. 

6.  Oversight of the USDA’s purchase card program is provided by: 
 
 _______ APC 
 
 _______ LAPC 
 
 _______ DPC 

 _______ GSA 

7.  Establishment of an office, location, or area is performed by: 
 
 _______ APC 
 
 _______ LAPC 
 
 _______ GSA 

 _______ DPC 



Appendix B 

October 29, 1999 B-2  PCMS/Micro-Purchase Guide   

 

8.  The ____________ establishes the cardholder with the bank.  
 
 _______ APC 
 
 _______ LAPC 
 
 _______ GSA 

 _______ DPC 

9.  The maximum dollar amount that will be delegated to nonprocurement personnel for 
purchase card purchases is ____________________ per transaction. 

10.  Under no circumstances may a cardholder purchase an item that costs: 
 
 _____ More than the minimum amount of the delegated authority 
 
 _____ More than the maximum amount of the delegated authority 

 _____ More than $100 in excess of the delegated authority 

11.  At the time of the purchase, the cardholder should inform the vendor that the  
purchase is _______________________________. 

12.  A cardholder is _________________ for proper and lawful purchase actions. 

13.  Authority to make purchases with federal funds is given to: 
 
 _____ The position 

 _____ The office 

      _____ The individual 

14.  Any conflict of interest or __________________ thereof between government 
responsibilities and personal lives must be avoided. 
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15.  The following person or persons are accountable for your procurement actions made with 
the purchase card: 
 
 _____ The cardholder’s supervisor 

 _____ The purchasing agent 

 _____ The person who delegated the authority to make purchases 

 _____ The cardholder 

16.  The purchase card may be used for which of the following: 
 
 ______ Cash advances 
 
 ______ Rental or lease of land or buildings in excess of  (180 days) 
 
 ______ Purchase of telecommunication and telephone equipment 

_______ All of the above 

17.  It is the _________________ responsibility to safeguard the purchase  
card/convenience checks and account number at all times. 

18.  If the card is lost or stolen, the cardholder must report it immediately to: 
 
 ______ LAPC 
 
 ______ GSA 

 ______ The Bank 

19.  The aggregate amount of a single micro-purchase must not exceed 
_______________________. 
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20.  Purchases under the micro-purchase threshold are: 
 
 ______ Subject to small business set-aside 
 
 ______ Subject to Buy American Act 
 
 ______ Exempt from Buy American Act 

 ______ None of the above 

21.  Purchases within the micro-purchase threshold can be awarded without competition if the 
price is _________________________. 

22.  Purchases within the micro-purchase threshold must be: 
 
 ________ Spread among qualified suppliers 

 ________ Placed with previous supplier 

23.  Price reasonableness must be verified when ________________ indicates the price may 
not be ____________________________. 

24.  The _____________________ should be used unless it is in the best interest of the 
government to use a more formal contracting method. 

25.  The purchase card can be used to buy ____________________, 
___________________, and ____________________________. 

26.  A purchase in which a contractor’s personnel appear as government employees is a 
________________ services purchase. 

27.  A purchase where the personnel rendering the service is not supervised by government 
employees is a ______________ services purchase. 
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28.  Under $2,500, the card can be used to purchase: 
 
 ___________ Equipment repairs 
 
 ___________ Facsimile machine 
 
 ___________ Janitorial services 
 
 ___________ Subscription  

 ___________ All of the above 

29.  The action to be taken whenever a purchase is required is to select   
________________________________ for the services or items needed. 

30.  Before ordering an item from GSA, the cardholder should see if it is available 
from: 
 
 _______Activity Inventory 
 
 _______Federal Prison Industries 
 
 _______Products of the Blind or Severely Disabled 

 _______All of the above 

31.  If an item is available from all of the three following sources, which source must be used? 
 
 ________Activity Inventory 
 
 ________GSA Stock 

 ________The Open Market 

32.  The Javits-Wagner-O’Day (JWOD) Program creates jobs and provides employment 
training for people who are ____________________________. 

33.  People employed under the JWOD Program provide high quality, reasonably priced 
_________________that can be used in our work. 

34.  A cardholder can order these products by ________________, fax, or via electronic 
data interchange. 
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35.  A cardholder can spend hours shopping, get 2 to 5-day delivery from GSA Customer 
Supply Centers, or have _________________ delivery to their desktop. 

36.  Commercial vendors offer these products by phone.  The government prices and delivery 
terms are not available in the stores.  Which of the following national firms offer JWOD 
products? 
 
 __________ Boise Cascade Office Products 
 
 __________ BT Office Supplies International 
 
 __________ Corporate Express 
 
 __________ Innovative Sales Brokers 
 
 __________ Office Depot 
 
 __________ Staples National Advantage 

 __________ All of the above 

37.  The Department of Defense Oil Contract Bulletin is used to obtain: 
 
 ________All Department of Defense stock items 
 
 ________Nonpersonal services 
 

________Fuel oils and lubricants 

38.  When the Department of Agriculture is listed as a “Mandatory User” of an item or 
service listed in the Federal Supply Schedule, it is ____________________ to use the 
Federal Supply Schedule for that item or service. 



  Appendix B 

PCMS/Micro-Purchase Guide B-7 October 29, 1999 

 

39.  When supplies or services are obtained from a Contractor listed in the Federal Supply 
Schedules, who is responsible for the administration of the contract for that purpose? 
 
 _______The Requisitioner 
 
 _______The GSA Contracting Officer 

 _______The Cardholder 

40.  Any problem which cannot be settled between a cardholder and the Contractor during a 
Federal Supply Schedule procurement should be referred to: 
 
 _______The Cardholder’s supervisor 
 
 _______The GSA Region 

 _______The GSA Contracting Officer in charge of that contract 

41.  The government should buy recycled products and services because they: 
 
 ________Promote conservation of natural resources 
 
 ________Conserve disposal (landfill) capacity 
 
 ________Create business and employment opportunities 

 ________All of the above 

42.  Generally, all government printing authorized by law is done by or through the 
___________________________. 

43.  ____________________ is USDA’s liaison with the JCP and the Public Printer and 
GPO on all matters relating to printing. 

44.  All conferences, meetings, and seminars must be held at the most  
_______________________. 

 
Forward a copy of this Self-Test with your answers to your LAPC for their review.  Once the 
LAPC has completed the review, you will be certified for two hours of procurement training. 
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APPENDIX C: REQUIRED SOURCES 
LISTINGS 

 
 

SCHEDULE OF UNICOR PRODUCTS AND SERVICES 

 
 

A 

ADP and Telecommunications Services  

ADP Entry Services  

Hard copy documents keyed to tape or disk, including mailing lists and survey results 

ADP/Modular Furniture  

Aircraft Cable/Harness Assemblies  

Aircraft Landing Gear Components (FSC 1620)  

Alarm and Signal Systems  

Antennas and Related Mounting Accessories  

Appliances, Remanufactured (Various FSC) 

For example, floor buffers, appliances, and food service equipment 

Architectural Signage  

Interior and exterior signs for government buildings and installations, including hospitals and 
military facilities 

Armament Training Devices  

Armor, Personal  

Helmets, vests 

Assembly Packaging of Tool and Miscellaneous Kits (and Various FSC)  

Awards and Plaques, Custom  
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B 

Badges and Insignias (FSC 8455)  

Bags  

Canvas, cloth, nylon, all types 

Bags, Flyer's Helmet Bags  

Bar Code Labels  

Printed 

Baskets  

Laundry, Postal Service 

Basket Inserts  

Canvas 

Battery Equipment  

Battery, Non-rechargeable  

Battery Box Assemblies  

Battery Box  

Beds  

Bunk, square tube end, footboards, headboards, loft (module), storage/frames, conversion 
units, square tube, bed adapters; wood and metal 

Bed Ladders  

Bed Sheets  

Polyester/cotton blends 

Bedspreads  

Binders, Screen Printed  

Blankets  

Wool, cotton and other fibers 
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Bookcases  

Single unit, 2 shelves; double unit shelves; no shelves, base unit, crown; shelves 

Bookracks  

Display type 

Bookshelves  

Metal and wood 

Box Springs and Box Spring Frames  

Brooms  

Corn, hearth, parlor, warehouse, yard 

Brushes  

Artist, counter duster, draftsman, radiator, glue, paint, sash, tool, stencil, sweeping, 
typewriter, varnish 

Building Components (FSC 5670)  

Steel Door and Frames  

Building Materials Kit Assembly   

C 

CD ROM (Data Conversion)  

Cabinets  

Storage, wardrobe, vanity, stationary, wall vanity: metal and wood. 

Cable Assemblies  

Electrical Power 

Cable Assemblies, Wire Harnesses, Remanufactured (Various FSC) 

Cable, Cord, Wire Assemblies and Harnesses  

Electrical (used on aircraft, missiles, ships, tanks, computers and other military and civilian 
equipment) 

Cafeteria Furniture  
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Calendars  

Calendar Frames  

Holds 3-month government calendar 

Cantilever Racks  

Metal warehouse 

Carts  

Mobile utility 

Cart Inserts  

Cartography Services  

Cartridges, Laser Remanufactured  

Case, Radio Carrying  

Case, Small Arms Ammunition  

Casters  

Flat plate, swivel, and rigid 

Catwalks  

Metal warehouse 

Chairs  

Swivel with arms, upholstered with fabric or vinyl; judicial swivel with arms, high back 
swivel without arms, upholstered with fabric or vinyl; typist, swivel without arms, positional, 
upholstered with fabric or vinyl; side with arms, upholstered with fabric or vinyl; secretarial, 
stacking, ergonomic 

Chests  

4 drawer. 

Circuit Card/Board Assemblies  

Fabrication and repair; single and multi-layer boards for any application 

Clocks  

Coats  
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Coats, Camouflage  

Coat Racks  

Columnar Pads  

Printed 

Communications Equipment, Miscellaneous  

Conversion  

Backfile conversion of archival information 

Covers, Camouflage  

Computer Furniture  

Modular furniture, display and printer stands 

Connectors, Electrical  

Credenzas  

4 door. 

Curtains, Berth  

Shipboard 

Curtains, Cubicle  

Hospital 

Cubicle Furniture  

Inmate units  

D 

Data Capture Services  

Keying and scanning of text and data, conversion to electronic media. 

Data Conversion Services  

Data Encoding  

Decals (Decalcomania)  
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Desks  

Metal and wood; single pedestal and double pedestal, secretarial, flat top with bookshelf, 
workstation desks  

Desk Trays  

Metal and wood; executive, legal size, double, single, stacking, stationary 

Digitizing Services  

Conversion for GIS, AM/FM and engineering applications 

Direct Mail Services  

Distribution Services  

Document Conversion  

Doilies  

Dollies  

Doors, Steel Security  

Dormitory Furniture  

Draperies  

Dormitory and office 

Drop Cloths  

Canvas.  

Duty Belt (FSC 8465)  

E 

Electric Lamps, Table and Floor  

Electric Power Distribution Cables (FSC 6115)  

Electric Wire and Power Distribution Equipment Repair  

Electrical Components (Various FSC) 

Electrical Connectors  
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Electrical Devices, Miscellaneous  

Electrical Equipment and Components, Repair and Rebuilding  

Electrical Leads and Harness Assemblies  

For ground, air and sea-based military and civilian equipment 

Electrical Portable and Hand Lighting Equipment  

Droplights/Trouble lights 

Electrical Power and Distribution Cables  

Associated hardware and equipment 

Engine Electrical System Components/Cable Assemblies  

Engine Electrical Systems Components, Repair and Rebuilding  

Engine Rebuild and Repair   

Engineering and Design  

Feasibility studies, reverse engineering and production of level III drawings 

Envelopes  

Equipment Repair and Maintenance  

Ergonomic Seating  

Extension Cords, Electrical  

Exterior Signs  

Extreme Cold Weather System Trousers and Shirts  

Eyeglasses  

Prescription ophthalmic lenses, frames and associated components and hardware; 
prescription safety ophthalmic lenses, frames, components and hardware; nonprescription 
safety lenses, frames, components and hardware   

F 

Face Shields  

Fiber Optic Cable Assemblies and Harnesses  
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File Cabinets  

Vertical and horizontal 

Fire Control Designating Equipment  

Fire Control Radar Equipment  

Fire Control Sighting Equipment  

Flares and Signal Equipment  

Folders, Printed   

Floodlights  

Food Preparation and Serving Equipment  

Stainless steel, chrome, nickel 

Footlockers  

Military 

Forms, Printed, Multi-part, Carbonized and NCR, Standard and Custom  

Forms Distribution  

Furniture, Metal and Wood, Office and Dormitory, Modular Systems, and Stand-alone 
(Various FSC) 

Furniture, Refinishing/Refurbishment  

Wood, metal, upholstered  

G 

Generators, Generator Sets   

Glasses  

Prescription and non-prescription, safety and non-safety 

Goggles  

Gowns, Hospital  

Gloves  
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Cotton (flannel) cloth and leather (smooth and split cowhide) 

Graph Paper  

Grounding Cable Assemblies (Various FSC) 

Used to ground de-energized electrical equipment and transmission lines. 

Guided Missile Components and Support Equipment  

Cable Assemblies/Wiring Harnesses 

Guided Missile Propulsion Equipment  

Cable Assemblies  

H 

HTML Tagging  

Hazardous Materials Markings  

Helmets  

Military and civilian use, including related Kevlartm products 

Hinges  

Metal, various sizes 

Hospital Gowns  

Household and Quarters Furniture  

I 

Imaging and Indexing  

Industrial Racks  

Interior Signs  

Isolators  

J 

Jackets  

Jumpsuits  
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K 

Kiosks (FSC 7025)  

Kit Assembly and Packaging  

Kitchen Equipment and Appliances  

Kitchen Utensils  

L 

Labels and Tags, Printed  

Laboratory Equipment and Supplies  

Lamps  

Table and floor 

Laser Cartridges, Remanufactured  

Laundry Services  

Laundry and Postal Carts  

Lawn and Garden Equipment and Machinery (FSC 3750)  

Letters, Die-Cut  

Adhesive 

Lifeboat Canisters  

Light Kits/Fixtures  

Lockers  

Wardrobe (single and double doors) steel, shipped set up or knocked down, contemporary 
office use, sports  

M 

Magazine Racks  

Mail Bags  

Canvas, polypropylene and polyester. 
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Mail Satchels  

Repair. 

Mailing Services  

Includes bulk mail, mail list management and distribution. 

Map Shelving  

Metal 

Markings  

Vehicle, aircraft, ship 

Materials Handling Equipment  

Materials Handling Equipment Repair  

Mattress Covers  

Mattresses  

Innerspring (regular, firm and extra firm), cotton felted, box springs. 

Metal Modular Furniture  

Mezzanine Systems  

Metal warehouse 

Mirrors  

Modular Computer Furniture  

Contemporary furniture in various colors 

Motor Vehicle Test and Maintenance Equipment  

Motors, Remanufactured (Various FSC) 

N 

Name Plate Holders  

Aluminum 

Name Plates  
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Brass finish desk holder 

Name Tags  

Plastic, various styles and sizes 

Napkins  

Fabric 

Newsletters/Periodicals, Printed  

Nightstands   

Night Vision Equipment, Emitted and Reflected Radiation (FSC 5855)  

Night Wear (FSC 8420)  

Men's  

O 

Optical Character Recognition (OCR) Services  

Optical Equipment  

Eyeglasses 

Office Furniture  

Wood, metal, computer, modular, systems 

Outerwear, Men's  

Outerwear, Women's  

Ordnance Test Equipment  

Overhead Storage  

P 

PC Repair  

Pads, Columnar Printed  

Pajamas  

Polyester/cotton blends 
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Pallet Racking  

Warehouse storage 

Pallet Stacking Racks  

Mobile warehouse storage units, nest for compact storage 

Parachutes  

Meteorological 

Partitions, Acoustical  

Systems Walls 

Pillow Cases  

Planters/Wastebaskets  

Plaques, Award   

Plumbing Fixtures and Accessories (FSC 4510)  

Posters, Offset and Screen Printed  

Power Distribution Systems  

Power and Hand Pumps (FSC 4320)  

Prefabricated and Portable Buildings  

Cable assemblies 

Prescription Eyewear  

Printer Stands  

Includes paper slot and adjustable shelf 

Printing  

Forms, black & white and color publications with or without halftones and screen 
variations, envelopes, various binding capabilities, distribution and shipping services, photo 
aluminum signs and plates, bar code, and cloth labels 

Protective Caps  

Publication Distribution Services  
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Distribution of forms, manuals, recruiting/promotional materials, etc., using customer's 
mailing list  

Warehousing, computer-generated address labels and updating mailing lists also available  

R 

Radio Carrying Case  

Radio Mounts  

Related cable assemblies and hardware 

Recreation Signs  

Rectifier Assemblies  

Remanufactured Appliances (Various FSC) 

Remanufactured Cable Assemblies (Various FSC) 

Remanufactured Laser Cartridges  

Repair and Rebuild Vehicular Equipment Components  

Reproduction Services   

Routed Wood Signs  

S 

SGML Tagging  

Safety Equipment, Goggles, Spectacles, Face Shields  

Prescription and nonprescription 

Safety Signs and Decals  

Scanning  

Scanning, coding and editing services 

Screen Printing, Textiles (FSC T099) 

Sweat Pants, Tee Shirts, Canvas Bags and Caps  

Seating  
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Security Camera Cable Assemblies (Various FSC) 

Security Doors, Metal  

Security System Components  

Shipboard alarm and signal, boxes 

Seismic Racking  

Settees  

With arms 

Sheets  

Polyester/cotton, blends 

Shelving  

Modular, x-ray, film filing, warehouse, palletized, map, open or closed standard or clip 

Shirts  

Long and short sleeve, utility 

Shorts, Athletic  

Signs  

Decals, engraved plastic and metal, interior and exterior architectural signage system, die-
cut legend (aluminum, plywood), silkscreen (aluminum, plywood), standard traffic and 
recreation signs 

Slotted Angles  

Galvanized steel angles to build various storage units 

Small Arms Ammunition Case  

Sofas  

Speakers, Speaker Boxes and Related Accessories  

Specialized Shipping and Storage Containers  

Stack Supports  

Stationery, Printed  
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Stools  

Storage Aids  

Storage Systems  

Storage Units  

Modular 

Structural Shapes, Iron and Steel (FSC 9520)  

Swim Trunks  

Switches (FSC 5930)  

Systems Furniture   

Pre-wired, including hard-wired and plug-in type, (new or recycled)  

T 

Tablecloths  

Tables  

Metal, contemporary, conference, coffee, end, pedestal round, general, office, folding field, 
occasional, food service, game tables. 

Tackboards  

Cork 

Tags, Identification  

Target Motors, Remanufactured  

Tarpaulins  

Canvas 

Telephone and Field Interview Services  

Telephone and Telegraph Equipment  

Terry Cloth  

Testing Equipment Kit Assembly  
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Testing Services  

High and low temperature, environmental, humidity, altitude, salt spray, shock, vibration, 
electrical 

Text Processing  

Conversion, mark-up, and editing 

Textile Repairs  

Tire Racks  

Tool Bags and Hardware Boxes (FSC 5140)  

Tool Kit Assembly  

Tool Kits, Packaging & Distribution  

Towels  

Bath, dish, and hand 

Tracked Vehicle Replacement Parts  

Metal stamped parts. 

Tracked Vehicle Tread Pads  

Trousers, Camouflage  

Trousers, Surgical  

Trousers, Utility  

Trunks  

Tunics, Surgical  

Typewriter Stands   

U 

Underwear, Men's  

Uniforms   
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V 

Vehicle Racks  

Metal, vehicle storage. 

Vehicular Components, Miscellaneous  

Vehicular Components, Remanufactured  

Includes alternators, generators, differentials, regulators, starters, stators, rotors, rectifiers, 
transmissions, turret motors and similar items 

Vehicular Equipment Components, Repair and Rebuilding  

Vest  

Protective  

W 

Water Purification Equipment (FSC 4610)  

Wardrobes  

Paraplegic and inmate use. 

Washcloths  

Wastebaskets  

Round and square; wood/steel 

Waste Receptacles  

Weapons Equipment   

Wheeled Vehicle Replacement Parts  

Replacement parts, metal stamped. 

Wiping Cloths  

Wire Assemblies, Miscellaneous  

Wire Bundle Assemblies  

Electrical for military and civilian use 
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Wire Rope Assembly  

Wiring Harnesses  

Word Processing Services  

Workbenches  

Work Clothing  

Workstations  

Pre-wired, including hard-wired and plug-in type, (new or recycled)  
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LIST OF JWOD SUPPLIES AND 
SERVICES 

For a current listing, refer to the JWOD home  
page at www.jwod.gov. 
 
SUPPLIES 
 
A 
Address Labels 
Air Freshener 
Appointment Book/Refill 
Applicator, Disposable 
Awards Certificate Binder 
 
B 
Bag, Plastic, Interlocking Seal 
Bag, Trash 
Bakery Mix 
Ballpoint Pens 
Ballpoint Pens, Retractable 
Ballpoint Pen Refills 
Belts, Uniform 
Binder Clips 
Binders, Three-ring 
Bond Paper 
Bottle, Spray 
Bottle, Prescription 
Box, Shipping 
Briefcase 
Brooms 
 
C 
Calendars and Calendar Accessories 
Canteen/Canteen Cover 
Carbon Paper 
Carpet & Upholstery Cleaners 
Cap, Garrison 
Chair mat 
Chemical Protective Clothing 
Cleaner/degreasers 
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Cleaning Accessories 
Cleaning Supplies 
Clips (Binder, Clam, Paper)  
Clipboard 
Clocks 
Computer Paper 
Correction Fluid 
Cups, Foam or Paper 
 
D 
Degreaser 
Desk File or Tray 
Desk Pad 
Detergents, Dishwashing, Liquid 
Disinfectants 
Dispenser, Tape 
Dividers for Three-ring Binders 
Door Knob Conversion Kit 
Dustpan 
 
E 
Easel/Easel Pad 
Envelope, Transparent 
Eraser Refill 
Examination Table Paper Sheeting 
 
F 
Facial Tissue 
Fastener, Paper 
Fax Transmittal Pad 
File Folders/Labels 
File Guide Card/Set 
File, Work Organizer 
Filing & Organizing Tools 
Film, Transparency 
First Aid Kit 
Flag, National 
Flashlight 
Flatware, Plastic 
Floor Polishing Pads 
Foam Cup 
Folder, Double-pocket 
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Folder, Expanding Wallet 
Frame, Picture 
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G 
Germicidal Cleaner/degreaser 
Glass Cleaner 
 
H 
Hanging File Folders 
Hand Soap, Liquid 
Hand Truck 
Helmet Covers 
Highlighter, Marker 
Hole Punch/Accessories 
 
I 
Identification Holder 
Index Card 
 
K 
Kitchen/Breakroom Supplies 
 
L 
Labels 
Lead Refill 
Liquid Detergent, Hand Soap 
Looseleaf Paper 
 
M 
Mailing and Filing Tube 
Markers, Felt Tip/Highlighter/Permanent/Transparency 
Mattresses 
Mechanical Pencils 
Medal Sets 
Medical/surgical Supplies 
Memo Book/Holder/Sheets 
Message Pad, Telephone 
Military Products (DLA)  
Mops 
Mouse Pad 
 
N 
Napkins, Table 
Name Badges 
Necktabs 
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Note Pads, Repositionable 
Notebook, Steno 
 
O 
Office Accessories 
Operating Gown/Hood/Mask 
 
P 
Packaging Tape 
Pad, Writing Paper 
Pancake Mix 
Paper, Bond/Carbon/Computer/Looseleaf/Xerographic 
Paper, Toilet Tissue 
Paper Clip, Paper Fastener 
Paper Plate, Paper Towel 
Paper Trimmer 
Pencils 
Picture Frame 
Pitcher, Water 
Plastic Bag, Interlocking Seal 
Plastic MM Tray (USPS)  
Plastic Portfolio 
Pocket Folder, Pocket Planning Set 
Pocket Protector 
Postage Meter Tape 
Prescription Bottle 
 
R 
Refill, Ballpoint Pen/Eraser/Lead 
Replacement Head, Hole Punch 
Report Cover 
Ribbon, Lift-off, Dry 
 
S 
Scarves, Uniform 
Shipping Boxes 
Sponges 
Spray Bottle, Applicator 
Spray Cleaner, Multi-purpose 
Squeegee 
Stamp Pads 
Stepladders 
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Steno Notebook 
Strap, Parachute 
Surgical Tape, Dressing Set, Mask, Sponge 
Suture Removal Kit 
 
T 
Tape 
Tape Dispenser 
Telephone Message Pad 
Time Management System/Accessories 
Three-ring Binder/Divider Set/Index 
Tool Boxes 
Towel, Paper 
Transparency Film, Xerographic 
Trash Bag 
Trousers, Men's 
Typewriter Pad 
 
U 
Undershirts 
 
V 
Vehicle Assembly Parts 
Vehicle Maintenance Kits 
 
W 
Wallet Folder 
Water Pitcher 
Work Organizer File 
Writing Instruments 
Writing Pads 
 
X 
Xerographic Paper 
XLD Cleaning System 
 
Y 
Yardstick
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SERVICES 
 
The following are examples of the service types provided under the JWOD Program by people 
who are blind or who have other severe disabilities. Services are added to the JWOD Program 
on a case-by-case basis by location.  
 
For more information about service capabilities, please refer to the JWOD Catalog Services 
Section.  If you have a question about a service at a specific location, please contact the 
Committee by calling (703) 603-7740 or fax (703) 603-0655.  
 
A 
Administrative Services 
Assembly of Kits, Packets, Components 
Audiocassette Reproduction and Distribution 
 
B 
Braille Transcription and Production 
 
C 
Car Wash 
Cardboard and Paper Scrap Recovery 
Cargo Net Repair 
Circuit Board Assembly and Repair 
Commissary Shelf Stocking and Warehousing 
Computer Numerically Controlled Parts Machining 
Computer Services 
Copy Center Management 
Customer Service 
 
D 
Data Entry 
Die Cutting 
Direct Mailing 
Document Destruction 
Document Processing 
Drill Bit Sharpening 
 
E 
Electronic Repair 
Embossing 
Embroidery 
Engraving of Signs and Plaques 
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F 
Fabrication of Parts and Components 
Food Service Attendants 
Full Food Service 
Furniture Rehabilitation 
 
G 
Grounds Maintenance 
 
H 
Imprinting 
 
J 
Janitorial/Custodial Services 
 
L 
Labeling and Bar Coding 
Large-Type Printing 
Laser Jet Cartridge Remanufacturing 
Laundry Services 
 
M 
Mailroom Services 
Market Research/Consumer Surveys 
Mattress and Box spring Rehabilitation 
Medical Transcription 
Microfilm and Microfiche Reproduction 
 
O 
Operation of Postal Service Center 
 
P 
Package Reclamation 
Packaging and Packing 
Painting 
Pallet Repair 
Plastic Media Blasting 
Prescription Lens Grinding 
Preservation and Packaging 
Publications and Forms Distribution 
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R 
Recycling 
Reproduction Services 
Retail Operations 
 
S 
Secretarial Service 
Shipping/Receiving Dock Operations 
Silk-Screening 
Sorting and Collating 
Sponge Rubber Mattress Rehabilitation 
Storage/Warehousing and Distribution 
Subscriptions and Fulfillment 
 
T 
Telephone Switchboard Operation 
Telemarketing 
"Temporary" Nonpersonal Administrative/General Services 
Textile Repair 
 
U 
Ultrasonic Punching and Welding 
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CONVERSION OF FEDERAL SUPPLY SCHEDULES TO 
NONMANDATORY 

 
The Federal Supply Service is converting Federal Supply Schedules (FSS) to nonmandatory 
sources of supply.  This includes all multiple and single award schedules, including the 
International Federal Supply Schedule.  In the spirit of reinvention, FSS is striving to eliminate 
the mandatory use of most FSS on the dates indicated in the following list: 

 

SCHEDULE TITLE 
SCHEDULE NUMBER 

ANTICIPATED 
EXPIRATION DATE OF 

MANDATORY USE 
CONTRACTS 

Boats & Marine Barriers    19 I Nonmandatory 

Pneumatic Tires, Light Truck and Truck-Bus 26 II A Cancelled 

Woodworking & Metalworking Machinery 
Equipment 

32/3 4 Nonmandatory 

Printing & Bookbinding, Duplicating 
Equipment 

36 II Nonmandatory 

Copying Equipment, Supplies & Services 36 IV Nonmandatory 

Lawn and Garden Equipment and Cattleguards 37 II A  Nonmandatory 

Road Clearing Equipment 38 I A Nonmandatory 

Material Handling Equipment 39 II A Nonmandatory 

Forklifts 39 II B Nonmandatory 

Firefighting and Rescue Equipment 42 I B Nonmandatory 

Fire Fighting, Waste Disposal Vehicles and 

Towing/Wrecking Vehicles 

42 IV Nonmandatory 

Heating & Plumbing Equipment 444/45 Cancelled 

Repair Shop Equipment 49 I B Nonmandatory 

Maintenance and Repair Shop Cleaning 
Equipment 

49 II Nonmandatory 

Scaffolding 54 II A Schedule deleted Items 
transferred to 39 II A 

Prefabricated Storage Building 56 II B Nonmandatory 
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SCHEDULE TITLE 
SCHEDULE NUMBER 

ANTICIPATED 
EXPIRATION DATE OF 

MANDATORY USE 
CONTRACTS 

Construction & Building Materials  58 IV A Nonmandatory 

Communication Equipment 58 III B Nonmandatory 

Telecommunications Equipment 58 VI Nonmandatory 

Telecommunications Equipment 58 VIII Nonmandatory 

Telecommunications Equipment 58 IX Nonmandatory 

ADP/Telecommunication Media Supplies 58 V A Nonmandatory 

Batteries 61 III Schedule deleted Items 
transferred to 61 V A 

Generators 61 V A Nonmandatory 

Power Distribution Equipment  61 V B Nonmandatory 

Lighting Fixtures and Lamps 62 I Nonmandatory 

Energy Efficient Products 62 II Nonmandatory 

Alarm & Signal Equipment 63 I Nonmandatory 

Lab Instruments & Equipment 66 II A Nonmandatory 

Medical & Vet. Equipment & Supplies 66 II B Nonmandatory 

Clinical & Biological Equipment 66 II C Nonmandatory 

Instruments & Laboratory Equipment 66 II E Nonmandatory 

Graphic Recording Equipment 66 II G Has been combined with     66 
II H 

Electrical Test Equipment 66 II H Nonmandatory 

Analyzers 66 II J Nonmandatory 

Power Sup. & Components 66 II L Nonmandatory 

Meters & Analysis Equipment 66 II M Nonmandatory 

Blood Analyzers 66 II N Nonmandatory 

Lab & Biological Equipment 66 II 0 Nonmandatory 

Lab & Pharmacy Furniture 66 II P    Nonmandatory 

Environmental Analysis Equipment 66 II Q Nonmandatory 
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SCHEDULE TITLE 
SCHEDULE NUMBER 

ANTICIPATED 
EXPIRATION DATE OF 

MANDATORY USE 
CONTRACTS 

Environmental Analysis Equipment 66 II R Nonmandatory 

Biological Safety Cabinets 66 II T Nonmandatory 

Photo Equipment 67 II & III Nonmandatory 

Microphotographic Equipment 67 IV B Nonmandatory 

Chemicals and Chemical Products (Sodium 
Chloride) 

68 I A Mandatory use is voluntary 

Chemicals and Chemical Products (Calcium 
Hypochlorite, Laundry Bleach) 

68 III C Cancelled 

Chemicals and Chemical Products (Propane) 68 III D Mandatory use is voluntary 

Chemicals and Chemical Products 
(Refrigerants) 

68 III E  Cancelled 

Chemicals and Chemical Products 
(Refrigerants) 

68 III F Cancelled 

Chemicals and Chemical Products (Helium) 68 III G Cancelled 

Chemicals and Chemical Products (Oxygen) 68 III K Mandatory use is  

voluntary 

Chemicals and Chemical Products (Gases - 
High Pressure) 

68 III L Cancelled 

Chemicals and Chemical Products (Gases - Low 
Pressure) 

68 III M Mandatory use is voluntary 

Chemicals and Chemical products (Industrial 
Gases, Chlorine, Ammonia) 

68 III N Cancelled 

Water Treatment Chemicals  68 V B&C Nonmandatory 

Disinfectants 68 VI A Nonmandatory 

Deodorants 68 VI B Nonmandatory 

Training Aids & Devices 69 Nonmandatory 

Mainframes 70 I A Nonmandatory 

Computers 70 I B&C Nonmandatory 

Used and Reburb Equipment 70 I D Nonmandatory 

Electronic Commerce (EDI) 70 I E Nonmandatory 
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SCHEDULE TITLE 
SCHEDULE NUMBER 

ANTICIPATED 
EXPIRATION DATE OF 

MANDATORY USE 
CONTRACTS 

Household and Quarters Furniture, Wall Unit 
& Loft Groups, and Kitchen Cabinets 

71 I H Nonmandatory 

Executive Wood Furniture 71 I D Nonmandatory 

Systems Furniture 71 II E Nonmandatory 

Misc. Furniture, Classroom, Auditorium, 
Theater Seating 

71 III A Nonmandatory 

Library Furniture 71 III B Nonmandatory 

Storage Cabinets for Forms  and Flammable 
Liquids, Card Size Filing Cabinets 

71 III C Nonmandatory 

Mail & Dist. Equipment 71 III D Nonmandatory 

Miscellaneous Furniture (Security Filing 
Cabinets, Safes, Vault Doors, Map and Plan 
Files, Accessories, COMSEC Containers, and 
Special Access Control Containers 

71 III E Nonmandatory 

Hospital Room Furniture 71 III F Nonmandatory 

Multipurpose Seating 71 III H Nonmandatory 

Steel Vertical Blueprint Filing Cabinets, Roll 
Drawing Files, High Density, Removable, Shelf 
Filing Systems  

71 III J Nonmandatory 

Cafeteria & Food Service Equipment 71 III L Nonmandatory 

Acoustical Partitions 71 III M Nonmandatory 

ADP Furniture 71 III N Nonmandatory 

Display & Communication Boards 71 III T Nonmandatory 

Clothing Lockers and Drafting Stools  71 III Y Nonmandatory 

Partitions 71 777 2 Nonmandatory 

Misc. Furniture, Conference Room Tables 71 X Nonmandatory 

Industrial Furniture 71 XIV B Nonmandatory 

Carpet 72 I A Nonmandatory 

Resilient Flooring 72 I B Nonmandatory 

Mats & Matting 72 I E Nonmandatory 
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SCHEDULE TITLE 

 
SCHEDULE NUMBER 

ANTICIPATED 
EXPIRATION DATE OF 

MANDATORY USE 
CONTRACTS 

Drapes & Blinds 72 V Nonmandatory 

Recycling & Specialty Waste Containers 72 VII B Nonmandatory 

Wall Art 72 VIII Nonmandatory 

Food Service Equipment 73 III Nonmandatory 

Office Machines 74 I A Nonmandatory 

Calculating Machines 74 II & III Nonmandatory 

Office Machines 74 IV Nonmandatory 

Recording Paper & Supplies 75 I D Nonmandatory 

Office Supplies 75 II A Nonmandatory 

JWOD Office Supplies 75 III A Nonmandatory* 

Envelopes 75 V Nonmandatory 

Office Supplies Card, Tabulating 75 VIII A Nonmandatory 

Xerographic Paper 75 XI Nonmandatory 

Publications 76 I Nonmandatory 

Publications, Law Books, Tax, etc. 76 II Nonmandatory 

Musical Instruments 77 II Nonmandatory 

Audio & Video Equipment 77 III Nonmandatory 

Indoor/Outdoor Recreation Equipment 78 I A Nonmandatory 

Park & Outdoor Recreation Equipment 79 I C Nonmandatory 

Cleaning Equipment and Supplies 79 I B 5/31/99 

Ware Washing Compounds and Laundry 
Detergents 

79 II A Nonmandatory 

Sorbents 79 V Nonmandatory 

Latex Paints 80 VI A Nonmandatory 

Packing & Packaging Supplies 8I I B Nonmandatory 

Special Purpose Clothing 84 II B Nonmandatory 

 
*  Mandatory status for products and services.
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SCHEDULE TITLE 

 
SCHEDULE NUMBER 

ANTICIPATED 
EXPIRATION DATE OF 

MANDATORY USE 
CONTRACTS 

Clothing and Footwear, Athletic and 
Recreational 

84 V A Nonmandatory 

Law Enforcement and Security Equipment 84 VI A Nonmandatory 

Signs 99 IV A Nonmandatory 

Recruiting Aid and Promotional Materials  99 V A Nonmandatory 

Trophies and Awards 99 VI A Nonmandatory 

Nationwide Government Relocation Service 653 Mandatory use is voluntary* 

Factual Data Reports 732 I A Nonmandatory* 

Professional Debt Collection Service 732 I B Mandatory usage determined 
by OMB* 

Investigation of Discrimination Complaints 738 X Mandatory use is voluntary* 

Investigation of Discrimination Complaints & 
Preparation of Investigation Reports 

739 Mandatory use is voluntary* 

Closed End Lease of Automobiles and Light 
Trucks (without maintenance) 

751 II Cancelled 

Closed End Lease of Automobiles and Light 
Trucks (without maintenance) (for Law 
Enforcement, Security and Surveillance 
purposes) 

751 III Cancelled 

Film & Videotape Processing 781 I & II Nonmandatory* 

Lending Library Services 823 Nonmandatory* 

Prepayment Audit of Government 
Transportation Bills  

872 Nonmandatory* 

TQM 874 Nonmandatory* 

International Federal Supply Schedule IFSS Nonmandatory* 

 
*Contact the Services Acquisition Center for more information at (703) 305-7261. 
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ATTACHMENT:  

PURCHASE CARD MANAGEMENT SYSTEM 
(PCMS)  

 
 
 
 
 
 
 
 
 

[This document is under construction at this time.  
Please refer to your current version of NFC's PCMS 
Guide or contact your LAPC for a copy.] 
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